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BIATUS ARD RESULIS

Reviewad and approved sn addition to the Vital Recordis
Depoait Schedule for War Plans Staff, MOF.

Feviewed and approved an Asenduent to the Vital
Pecords Schedule for Persoxmel Operations Divisiom.

mmw.mmwmmm
for ¥DO/DDI.

Ausisted Office of Blint.DDSAT to develop aperating
Wmmv&mm- Progras.

Presanted the Vitel Records Vorksbop st the G3A
Govarpment-yide Resords fHexioar

Reviewed and approved revisions of the disposition
instructisoms for b items 1a the Contact Division
Schadale.

Wmmmwmimmmmuot
Security Becords Comtrol Schedule.

a revision of the disposition imstructions
for 3 items iathe OCR Becords Control Scheduls.

Received spproval from AD/OCR for the use of microfilsm
copy ef Contact/FiD end CS/IDP Intalligence Reports
in lieu of keeping haxd copy. ™his will persit
destruction of epproximetely 500 cu. ft. of reports
now in the Records Centar.

| revision in disposition instructions for
Aoain, Staff, Office of Persomel,
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pysten 1o Graghics Registry and msde s propossl
for their considerstion.
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Denigeed o Military Fasord foom Loy
Office of Personnsl 40 use |
for cheeking allitary recoxds. This fara

Coabined 2 Investigstion or Nene Chack Report forgs.
The two previsus forms had been regiiredly Office of
Security end CL/0A; they vill mow use the sase ous.
This P an axpunl savings of $422. in yprinting
costs and eliaioates the filing of 50,000 sheets of
»apar.
anmmmm«mmm

of 1200 work shests. New form csn be completed
paoually or by typewriter.

Bevised 3 Teletyye forus for Coutact Division.
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25X1 v, m&ﬁ@ and BB/TNT/IDI, desigoed & new form 4o be used as
. Seavetary of Defense to gvaluste COMINT sctivities.
This form will be distributed to UBIB Agmelies here
and overssas. It is designed to be a "feeder”fora
of the Nationa) Becurity Agency.

. Completed 2 forms for CB/EE Div, TBP t0 be used ss
"fesdar” forwe to Computer cperations.

5 mgmmmmwmwm
mmmmmmmgm@mgﬁ
potantial RID Analysts to serve & yeor tour 25X1
duty befure transfer to other positions.

6. Designed m now form for use at___ [to be used
in accounting for food.

7. Revised a Work Record form for CI Btaff.

8. Bavised a Fors Iatier for Office of Comptroller to
mw:mmmcmmwmim.

9. mmammmmmm, Gftice of
mI.

25X1 ¥. Records Nauagesent 1. Ammmﬁwmm-

1. Awelting respomse from Regulations Comtrol on the
* cosgpleted ) , Handbook subzitted on 25X
12 Aageet 1963,

1. Interviews held withl ] DoPs
BB to get their requiremsnts Lo pre-
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‘ _sese i bbb Wm pcinl type Flan Files
‘:w . Estinsted eost $3,140.
Approved s reguisition for special Sovier for OHR.
Appraved a reguisition for FRID for 42 speeial sized
ghelf File Units, costing approximtely $500.

i
Collaboveted with[ ] eﬂp&mw
procolares relstive to utilisstion of surplus £iling
squipaant.
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b the vequest of [ | Bxecctive Officer, began
“.-ammmmmwmm
on 23 Septeber. This survey whil inalude stody bf
related. yrocedurens.

dved 755 wuble feet of records and disposed of by
mm_ ﬁmmm s Gk cu. £t; & net galn of
mm’:ﬂh
Two Special Deliveries of Reference itess were ssde
10 Hesdaparters offices after work hours.

offices visited tha Center in comjunctdon with met
pertaining %o inective or vital TRCOTEs . 25X1

I | eomp his "on-the-job" training
ot Sendqrasiare ﬁw ns spoctal
traintog on 1 : *
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anecus (coxtinued 3. | |bas been calied for Jury Duty in
¢ ) the DLstrich Courd for the mooth of Oetober.

k. received & Special Commpdetion
1 e
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App SENDER WILL CHECK CLASSIFICATION TOP AND BOTTOM 4-2
| uncrLassiFieD | | CONFIDENTIAL | | SECRET
CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIP

TO NAME AND ADDRESS DATE INITIALS

|

]

D-2!, Headquarters
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ACTION DIRECT REPLY PREPARE REPLY
APPROVAL DISPATCH RECOMMENDATION
COMMENT FILE RETURN
CONCURRENCE X INFORMATION SIGNATURE

Remarks:

Bob:

Here is our Septesber Report of Activities.

Bhould I continue preparing these after
1 Novesiber?

/ P FOLD HERE TO RETURN TO SENDER
/ OM: NAME, ADDRESS AND PHONE NO. DATE

v a—

Records Admin Staf’

[ UNCLASSIFIED v | CONFIDENTIAL [ SECRET
Appw.@gﬁeleawimeﬁmﬂklﬂ : CIA-RDP70-0021 0500090604-2

U.S. GOVERNMENT PRINTING OFFICE : 196§ 0—587282
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* FORMS ACTIVITIES September 1963

NEW REVISED TOTAL
DD/ 4 - 22,300 3 - 27,600 T - 49,900
DD/P 3 - 25,000 4 - 1,778,200 7 - 1,803,200
DD/8 9 - 276,800 5 = 6,700 ik - 283,500
xr = - - - L - 261,000 4 - 261,000
DD/S&T 1 - 180 000 - - - s e s 1 - 180
TOTAL *¥17 - 324,280 16 - 2,073,500 33 - 2,397,780

¥ INCLUDES 1 OGA Form

OBSOLETE; U4 forms (693a, 1482, 1828, 1905)

AGENCY FORMS 1885
OGA Forms : 194
TOTAL ACTIVE 2079
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